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NEWS-PAYPERS

Personnel Support Activity Detachment, Pearl Harbor Newsletter



WWW.PSDPH.NAVY.MIL 
             April 2004
This newsletter update is designed to keep our customers informed of news affecting pay and personnel policies and procedures.  We hope you find it informative and useful.

Questions regarding this newsletter may be addressed at the next PLR meeting on Wednesday, 7 April 2004 at 1030 in the PSD Conference Room.
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PSD HOURS OF OPERATIONS

Monday, Tuesday, Thursday, Friday

0730-1600

Wednesday

1000-1600

Telephone Number - 471-2405

                                  (Plus Extension)  

Fax Number            - 471-3354

For Emergencies, please contact PSD OOD Cell 306-8992

JOOD Cell 306-8993
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DUTIES AND RESPONSIBILITIES OF AUTHORIZING OFFICIALS (AO)

Authorize all travel entitlements except when a higher authority is required, such as first class travel.

Review lines of accounting.

Assign travel order control numbers.

Determine that travel was performed as authorized.

Approve travel claim when there is a change from the written travel order involving entitlements, itinerary or reimbursable expense such as a rental car. (NOTE: The act of signing and dating the traveler’s DD Form 1351-2 in block 21.a, with remarks in block 29, negates the need for amendments).

Sign and date all travel claims as required by the Department of Defense Component.

Ensure the claim is forwarded to the appropriate liaison office or travel computation office within two working days following the traveler’s submission.

RESERVISTS PERFORMING ANNUAL TRAINING (AT)

Per COMNAVRESFORCOM NEW ORLEANS LA message of 261944Z FEB 04, effective February 2004 mandatory participation in MYPAY is required for all Drilling and Active Duty Reservists.   Hard-Copy LES will no longer be issued at the AT/ADT pay processing site. Personnel will be required to access MYPAY to obtain their LES. Supporting Navy Reserve Activities (NRA) are expected to provide appropriate support especially to personnel without ready access to a computer.  For questions regarding the mail, fax process or the MYPAY website, contact the Customer Contact Center at 1-800-390-2348 from 0700 - 1930 Eastern Standard Time, Monday through Friday. 

RESERVE TRAVEL CLAIMS

Lodging receipts showing the actual expense paid are required for all reimbursements.  Reserve members booking lodging via the Internet need to submit itemized statements showing daily lodging cost and total amount paid.  We are receiving far too many claims with only attached Internet reservation showing the date of lodging with no receipts showing amounts paid.   

TRANSPORTATION

NAVPTO Department Head

473-4482

PREMIUM CLASS TRAVEL POLICY – MAP 66-03/

CAP 62-03

Reinforcing travel policy, the Per Diem, Travel and Transportation Allowance Committee has made a determination regarding the use of premium class for official travel.  The change, effective 1 March 2004, directs authority levels with requirements for documentation and introduces stronger language for the use of premium class travel.  In essence, prior approval must be received from the designated approval authority before an airline ticket is issued.

The Secretaries of the Military Departments, their Under Secretaries, Service Chiefs or their Vice and/or Deputy Chiefs of Staff, and four-star major commanders or their three-star vice and/or deputy commanders are the authorized approving officials for use of first class accommodations.  

In addition to the officials with authority to authorize/approve first class air accommodations, only flag officers at the two-star level or their civilian equivalents to whom authority has been delegated, may authorize or approve business class transportation.  Delegation of authority for business class travel below the two-star flag officer or civilian equivalent level is prohibited. 

These changes are scheduled to appear in JFTR change number 209 and JTR change number 463 dated 1 May 2004.

NO-FEE PASSPORTS RETURNED FROM WASHINGTON, DC

The U.S. Army Service Center for the Armed Forces (USASCAF) in Washington, DC works with the Department of State in the processing of no-fee passports (official, diplomatic, dependent) for eligible Department of Defense personnel.  When completed, the passports are sent back to the initial processing office via FedEx and those passport acceptance facilities that have FedEx account numbers on file with USASCAF will receive passports as soon as they are ready to be shipped.  NAVPTO Pearl Harbor does not have a FedEx account number on file.  Therefore, Pearl Harbor will receive completed passports via FedEx shortly after a “mass mailing” on the 1st and 15th of each month.

There is an increased demand for no-fee passports and regular processing now exceeds eight working weeks.  It is strongly recommended that Commands and activities that require their passports by a date within the eight-week processing time, especially those requesting expedite, include their FedEx account number in block #17 of the DD-1056 (Authorization To Apply For A “No-Fee” Passport And/Or Request For Visa) to avoid a delay in receiving their passport.

THE DD-1056

The DD-1056, “Authorization To Apply For A No-Fee Passport And/Or Request For Visa” is one of the required documents to be submitted with the passport application.  The destination block, #11, must reflect a country that calls for a military service member to enter with a no-fee passport to satisfy Department of State requirements.  If block #11 reflects a country that does not require military personnel, the passport agent at NAVPTO Pearl Harbor will not accept the application.  The Department of Defense Foreign Clearance Guide may be accessed at www.fcg.pentagon.mil for personnel entry requirements.

EMERGENY, AFTER-HOURS TRANSPORTATION

NAVPTO Pearl Harbor and the Commercial Travel Office are open for business on weekdays until 1600.  If emergent transportation is required after close of business either on weekends or on Federal holidays, the command/activity must contact the PSD duty section at 306-8992/8993 to make reservations and have airline tickets issued.  Signed travel orders must be faxed to NAVPTO at 473-2318 by 0730 on the next business day.              

	RECEIPTS

Receipts Division Officer

    Ext. 244




RECEIPTS

Members are reminded that when they are processed through the Receipts Division prior to payment of arrival TLA, it will eliminate pay problems. To accomplish this, it is imperative that the receipt package be turned into the Receipts Division and an appointment made within three days from the time a member reports to his/her respective command.  Often times, overpayments and other pay entitlements are adversely affected by untimely receipt processing.  Payment of arrival TLA is dependent on timely, accurate receipt processing.  Members must be properly gained to their command.  But most importantly, the gain is processed accurately on their Master Military Pay Account in order to ensure arrival TLA payments is paid without problems.
	TRANSFERS

Transfers Division Officer 

Ext.  251


 

THE APPROVED TRANSFER DATE

The Transfer Information Sheet (TIS) allows the service member to communicate to their chain of command their desired date of transfer, within the authorized transfer month up to the report not later than date, to the next command.  The member’s Commanding Officer or Department Head will make the final determination, either by approving the request date or indicating an alternate date, and annotate such in the Command Endorsement section of the TIS.  As a reminder, service members may transfer on the weekend with the understanding that all aspects of the transfer are taken care of on the last working day prior to that weekend.  Once the Commanding Officer or Department Head signs an approved transfer date on the TIS, only a command memorandum can modify the transfer date.  Individual members do not have the authority to modify their transfer dates.  Likewise, an evaluation or fitness report reflecting a different detachment date than what was initially approved does not serve as official modification of the transfer date.  Commands must either correct the EVAL/FITREP or send a memo to PSD Pearl Harbor authorizing the change of transfer date.

	SEPARATIONS
Separations Division Officer  

Ext. 205




SEPARATION LEAVE/RETIREMENT LEAVE

For the past two months, the Separation Section has experienced an increase of excess leave accounts for personnel who are being discharged or retired. The following reasons appear to be at the bottom of the discrepancy:

1.  Wrong computation of leave through separation/retirement date.

2.  Late submission of leave to PSD.

3.  Prior leave taken but not posted to MMPA.

It is recommended that members requesting separation/retirement leave verify their leave accounts with their separation clerks in order to alleviate miscalculation of leave available.  POC:  Separation/Retirement Section LPO at Ext. 205.  

	REENLISTMENTS

Reenlistment Division Officer

Ext.  225


All reenlistment request chits must be received with at least 30 days lead-time.  Please ensure the medical certification and compliance with NAVADMIN 094/00 (Homosexual Conduct Policy Training) are properly signed off by a Doctor or Hospital Corpsman and a Training Officer, respectively.  Once a member’s SRB has been approved, only the member’s command is authorized to change the dates or cancel the reenlistment.   POC:   Reenlistment Section Supervisor at Ext. 225.
SRM

Service Record Maintenance Division Officer

Ext.  245

SERVICE RECORD MAINTENANCE

There are two new forthcoming Global War on Terrorism (GWOT) Medals.  The GWOT Expeditionary Medal is limited to those who deploy as part of Operation Enduring Freedom.  The GWOT Service Medal is limited to Operation Noble Eagle and to those service members who provide support to Operations Enduring Freedom from outside the area of eligibility designated for GWOT Expeditionary Medal.  Each service department will prescribe the appropriate regulations for processing and wearing of the medals.  No service record entries shall be entered until SECNAV establishes its criteria and guidelines.  It will take 12 months to produce and stock the medal in the department supply systems.  POC:  Service Record Maintenance Division Officer at Ext. 245 or log on to http://www.hqcnsg.navy.mil/n14/campaign.htm. 

ESO

Educational Service Department Head

Ext.  250

CYCLE 183 MARCH 2004 SUBSTITUTE EXAMINATION FOR ACTIVE DUTY PERSONNEL

Per NAVADMIN 011/04, request for E4 through E6 Substitute Examination must be submitted by 2 April 2004 to NETPDTC PENSACOLA FL (CODE 321) info COMNAVPERSCOM (811A) and PERSUPP DET PEARL HARBOR HI//70//.  Customer commands must comply with paragraph 403b of BUPERSINST 1430.16E (ADVMAN) prior to requesting substitute exam.   Refer to table 4-3 page 4-7 of ADVMAN for a sample format message for ordering all substitute advancement examinations. 

E4 through E6 NO-SHOW were emailed to all customer commands last 18 March 2004 for command review.  Customer commands are responsible for investigating and ordering substitute examinations for eligible candidates.  Upon receipt of examinations, PSD Pearl Harbor ESO will administer the exam not later than 22 April 2004 at Bldg 679 Naval Station Training Complex.  Candidates are required to report in the exam site at 0630 in the uniform of the day and with updated CAC card.

CYCLE 074 FEBRUARY 2004 SUBSTITUTE EXAMINATION FOR PRESIDENTIAL RECALLED/ADSW (SELRES) PERSONNEL

Per NAVADMIN 305/03, request for E4 through E6 substitute examination for SELRES personnel on active duty who took the exam in March 2004 must be submitted by 31 March 2004 to NETPDTC PENSACOLA FL (CODE 321) info COMNAVPERSCOM (812) and PERSUPP DET Pearl Harbor HI//70//.  Customer commands must comply with paragraph 403b BUPERSINST 1430.16E (ADVMAN) prior to requesting substitute exam.   Refer to table 4-3 page 4-7 of ADVMAN for a sample format message for ordering Naval Reserve substitute examinations.  If examinations are available at PSD Pearl Harbor, a message to NETPDTC PENSACOLA//321// is required requesting permission to retain the exams for late administration.   

Substitute examination for SELRES personnel who participated in the March 2004 advancement examinations will be administered not later than 15 April 2004.  Exam site will be announced at a later date.  To date, no request has been submitted by all customer commands.

CUSTOMER SERVICE

Customer Service LCPO

  Ext.  516 

BAH ENTITLEMENT FOR E5 AND BELOW ON SEA DUTY

Good news to our sailors.  NAVADMIN 059/04 announces effective 1 October 2003.  Sailor who are married to another Sailor, both of whom are E5 and below and on shipboard duty, are now each entitled to basic allowance for housing (BAH).  This adjustment better achieves parity between junior and senior enlisted afloat military-to-military families.  To receive this benefit sailors must meet all of the following criteria:

a. Have no other dependents.

b. Share the same household.

c. Decline government quarters.

The amount of the allowance will be based on the BAH rate without dependents for each Sailor.  It is authorized under the national defense authorization act for fiscal year 2004. Sailors who qualify are required to provide a Page 13 and Certificate of Non-residency from the combined bachelor-housing officer.  Sample forms are available at PSD Pearl Harbor customer service.  For more information, contact your command PLR or PSD Pearl Harbor Customer Service at 471-2405 Ext. 402.

ID CARD 

Here are some guidelines for you to follow to update or receive an ID card.  Our hours of operation are from 0730-1530 on Mondays, Tuesdays, Thursdays and Fridays, and 1000-1530 on Wednesdays.  To make an appointment either logon to www.psdph.navy.mil or call 471-2405 x402.  If you are walking in, you will receive a number and wait to be called on in between appointments.  Please understand that walk-in customers may be waiting for one to three hours.  Walk-Ins will only be seen for emergent situations i.e. lost, mutilated, or expired ID cards.  

DOCUMENTS REQUIRED FOR THE FOLLOWING SCENARIOS:

SPONSOR ADDING A SPOUSE

Original marriage certificate, spouse’s social security card and a current drivers license is required.  If spouse does not have a drivers license then you will need to bring a birth certificate or another form of picture ID.  If your spouse does not have a social security number, she will be provided a temporary ID number for 90 days until spouse has acquired an social security number.  An tax identification number can also be used temporarily until the social security number is acquired.

SPONSOR ADDING A DEPENDENT CHILD

Original birth certificate and social security card are required.  If your dependent child does not have a social security card available then a temporary number will be issued.  As soon as your dependent child receives a social security number, please come in with the card and update immediately.

REMOVAL OF SPOUSE

Divorce Decree or Death Certificate is required to remove a spouse.

DEPENDENTS ISSUANCE WITHOUT SPONSOR PRESENT

DD Form 1172 signed by sponsor and verified by notary or command of sponsor and Power of Attorney are required.  If you are an un-remarried former spouse or widow of deceased sponsor, you may sign the form yourself.

DEPENDENT CHILDREN BETWEEN THE AGES OF 21-24

Dependent children must be a full time student and obtain a signed letter from the schools registrar office.

SPONSOR ADDING PARENT OR PARENT-IN-LAW

Sponsor must bring a DFAS authorization letter stating that parent or parent-in-law has been approved for dependency.  If you have any other questions or concerns, please contact 471-2405 Ext. 421.

PSD PEARL HARBOR UNIFORM POLICY IMPLEMENTATION
Effective 1 April 2004, military personnel must be in the prescribed uniform of the day while conducting business at Personnel Support Activity Detachment Pearl Harbor.  Coveralls are not acceptable.  Exceptions are emergent situations, personnel in a leave status, or personnel on permissive TAD for residence hunting.  

Per U.S. Navy Uniform Regulations, COMNAVREGINST 1020.2K,and the Officer in Charge PSD Pearl Harbor, military personnel are also reminded they are responsible for the appearance and attire of their family members and are expected to ensure that they conform to acceptable standards on military installations.  Family members are required to present a neat and clean appearance.  Use prudence, common sense, decency and consideration for others as general guidelines.

INAPPROPRIATE CIVILIAN ATTIRE

White undershirts worn as outer garments, cut-off shorts, shorts and skirts that are too short, do-rags, hair nets, bandanas, hats, sagging trousers that hang below the buttocks, backless shirts, tops that show midriff, halter and tube tops, PT gear, torn or cut clothing, sleeveless shirts on men, and clothing depicting drugs or gang affiliation are prohibited
GOVERNMENT QUARTERS ASSIGNMENT/PAGE 2 UPDATE

When a member is assigned adequate Government Quarters, entitlement to Basic Allowance for Housing (BAH) will stop effective the date of occupancy.   In order for the BAH to stop in a timely manner, the member needs to submit the Assignment to Family Housing memorandum to PSD Pearl Harbor.  Failure to do so will continue payment of BAH causing tremendous overpayment on the members account.  

Alongside the responsibility of the member to turn in the Government Quarters assignment memorandum to PSD Pearl Harbor, it is imperative that the member updates his/her Dependency Application /Record of Emergency Data (NAVPERS 1070/602) to reflect new address. 

If you have any questions, please consult your Pass Liaison Representative (PLR) or call PSD Customer Service at 471-2405 Ext. 402.

The May PLR meeting is scheduled for Wednesday,

 5 May 2004 at 1030 in the PSD Pearl Harbor Conference Room.
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MILPAY LCPO       Ext.  239
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